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resentative forms and J^^fflS fejp^^^^^^ f orE^^ 
^BiiSM^ P^pB ^^^^ five basic types of ai^ ^^^^^^j^ j^ ^^^^^a ^d^fe 
-the Control Data 3600 computer by the Michigan State Universit 
Materials Center for Handicapped Children and Youth (IMC HCY) • 
Emphasis is given to kej 

category fields for re^^^^lH^^m a^aKa3aaj^a^W^^^^^ # The ten 
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gfiSiSsgg category , IMC HCY, S^WffiSnSm 
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Tha work presented herein wis performed pursuant to a Grant from the U.S. 
Office of Education, Department of Health, Education and Welfare- However, 
the cpinkms expressed herein cto not necet^^ 

KfRBe U.S. Office of Education, and no official endorsement by the U,S, 
Office of Education should be inferred 



•Mtmbtr Instructional Materials Network for Handicapped Children and Youti 
US. Office of Education - Bureau of Education for the Handicapped 





gggSfcjcdE^fc^^ audiovisual, curriculum materials/^ 



gE^h^sjtrs^i^ai ve n to keypunching all information from the a^SjatSi^K ^S^ _ 
sheet* In the MSU IMC-HCY system, however, most of the bibliographical-order 
jTO^^Si^Mt^^^^t^^ from the IMC order card prior to keypunching of /I filL _ 
abstract content itself* This affords a means of entering all items on the I FT, 
aJanrggrmg tion File IT ^^a^Bth^^MS^E possible moment and serves as a meang srf 
acquisition control. In the majority of cases the information on this card 

correspond with data recorded on the abstract form. In those inst|j|jC 
EEe tiB^ PgQgSEn ot , unless specifically noted, the form of the data as it appjBgt 
on the card is correct; in other words it will supercede data recorded on the 

^^gt^aQ gMBgriCT ^^ == " i ^=L-..„rr.=| JMJKMldBl 

Copies of each type of card are included in the manual so that the user 



L<^so^e3^fethje^ 

on the abstract torms. instructions for punching from the abstract sheet at 

MB Also available for separate areas are the: AWK^mK^sW^STM^SWi 
pgrawssifcn^^ Manual , and the " over-|lj!H: 



■B:ggjg^ t a Frontier in Small LibrarSL^utom^Bfifc- 




GENERAL 'INSTRUCTIONS 
^— ^ IfillBi jpy^ are organized to use th 

Control Data 3600 computer* Apart from the computer all information is placed 
in a series of ten fields for retrieval purposes as shown on page 2, This page 
which contains a list of all the fields and the respective informationa 
elements under each major type of abstract, should bo studied. To work with 
the librarian, keypunch operators, programmer, data processor, all personnel 
should have a clear understanding of the fields and the manner in which they 
airemt^ &CTPAih^fi ^ 

overemphasized, since when the author, title, publisher and other types o 
rinted Listing Programs (PLP) are run, an' error in the field will result in 

All information fgggggncfi^^ lograptiic, 

fields of search for information retrieval purposes. These are author, title-,, 
jjjjjjgisher or source, copyright d^te, price, abstract number, category, HCYSB5I 
content and descriptors. Specific instructions are noted in each type of 
abstract when variations are used. 

Throughout this manual when both author and publisher entries are the same 
(corporate entry), variations occur in entering this information. The MSU IMC- 
HCY uses this special procedure when we expect to have' more than two items from 
a source with the same author and publisher. When more than two items are 
.ncluded as we might expect from the Council for Exceptional Children, . th* 
ElBTOisejn ^ s^ is required, is punched asgBEj^^l^^gKia ^ffir 

.s punched in f u 1 1 , jggp o^c^^ 

any abbreviations on your list of abbreviated entries to insure proper control 
and prevent items from appearing under CEC and Council when author PLP f s are 

SWBMSIIgfparga^ 




iERIC, 



USOE/MSU IMC-HCY 
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MATERIALS 




Ai i f- t-i /■> y — — 


Ail 4* hoy - = 


Field 2 


Title 


Title _ 


\ Field 3 


Source 


Source 




Copy. Date 


Copy. Date 




Price 


# of pages 


BBBSffdlBlB 


Number 


Number 


Field 7 


Category 


Category 




HCY-IMC 


HCY-IMC 




Content 


IBCigSESnt^^^ 

H -=z 










HCY-IMC 



LCAntrenta 






LIST OF ABBREVIATIONS 



AAIB 
AAWB 
WBBi 
AERA 
AFB 

APHA 
CEC 

Kill 

GPO 
NARC 
NCEA 
NEA 

NSCC&A 

INSIBBBi 
IQNESj^ 




AMERICAN ASSOCIATION OF WORKERS FOR THE BLIND 
AMERICAN CAMPING ASSOCIATION 
AMERICAN EDUCATIONAL RESEARCH ASSOCIATION 
AMERICAN FOUNDATION FOR THE BLIND 
AMERICAN PSYCHIATRIC ASSOCIATION 
AMERICAN PUBLIC HEALTH ASSOCIATION MM 
RQUNCICT 



EDUCATIONAL RESEARCH INFORMATION CENTER 
GOVERNMENT PRINTING OFFICE 
NATIONAL ASSOCIATION FOR RETARDED CHILDREN ~ 
NATIONAL CATHOLIC EDUCATION ASSOCIATION- 
NATIONAL EDUCATION ASSOCIATION 

NATIONAL INSTITUTE FOR NEUROLOGICAL DISEASES AND BLINDNESS 
NATIONAL SOCIETY FOR CRIPPLED CHILDREN AND ADULTS 

rorgot^^ — 

UNITED NATIONS EDUCATIONAL SCIENTIFIC + CULTURAL ORGANIZATION 
VOCATIONAL REHABILITATION ADMINISTRATION 



jiKteaYS^ the words 




two spaces* On the sample card you will find that there is no space between 

The types of punctuation acceptable on the 3600 computer are : 
1. Semicolon 

I ^^ j ^^ Gommai 

SB 




jERLC 






Ket^^^ avm ^cm^Sm^SB ^ 029 keypunch symbols: 

iBunctuu^^ 

IgjjBBa ■BBSl 
Period 9 
Ijggjljou are not using an IBM 029 keypunch machine, be sure to check the Jjlf sj 
that are used for your type of keypunch machine* 

A program card can be made up to punch abstracts (see example below). One 
neasure is to watch the. column indicator as it nears column 74, to insure 
that there will be sufficient space to complete the word before punching numbers 
in columns 74-80. After punching the first card manually, activate the Duplicate 
Switch, wnich wi 1 1 duplicate the numbers in columns 74-77 and skip column 78 
automatically. Simply punch in the card number. 
COLUMNS 1-9 ALPHA 
COLUMNS 10-73 ALPHA 

COLUMNS 74-76 DUP, NUMERIC = ^^^^ B 
COLUMN 77 SKIP 




COLUMN 74 DEPRESS ZERO SLASH KEY (0/) , HOLDING DOWN NUMERIC SHIFT KEY 
COLUMNS 75-76 DEPRESS KEY (A) ALPHA SHIFT 





PROGRAM CARD (con't, 
COLUMN 77 

COLUMN 78 DEPRESS SPACE BAR ONCE 
COLUMNS 79-80 DEPRESS (P) KEV i Bg^^B 
STEP 1: Bibliography-Order Cards 

Refer to the general instruction pages according to project ( 
audiovisual, document, equipment, material or journals)* This will provide' the 
information and set up punching in the correct manner. 

STEP 2: When step one is completed, place in front of card one ff *$ ABSTRACT 11 , 




M (Example Be 



rgndjiatathei end of the r &gSil 



Proofread these by checking the finished cards against the IMC order card an 
jj|jg file infiBliiHgBaaa^^ ^ 



.^status m^gmm^zzp^imt^ 

-*A;1cRICA1 PUBLIC HEALTH ASSOCIATION * C 1961 * *DG307 *Ei) 

*Ar'rlA ^SERVICES FDR CHILDREN AHA Z.1DTIDNAL DISTURBANCES 
*£A£STRACT 





1 J *J 1 1 1 ./i 1 1 H n M 1 II N 1 11 1 I 1 11 1 1 J H 1 I 1 1 I 1 1 11 1 1 i 1 J 1 1 I I I 1 I I 1 1 1 J 1 I 1 1 1 1 1 1 1 1 1 I 1 1 inn 
lljjjp 2 2 2 2 7 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 
^ j j 3 3 t 3 3 , , 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 U 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 j 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 , 3 3 



t33HHj 4 444444444444444444444 45EQieJi3 444444444444444444444444444444444444444444444 
5 5 5.5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
fiilffiififiiHSSfif S SSCS6SSI SiSSSSSSSSfiSSSSSI 6 6$H6SSS$S6SSSSSS5SSSSSUSSUS$BiSi$SI 

uiiii 111111)1111111111111111111111111111111111111111111111111111111111111 um t 

iflltlltlllttlli til tit ItllHMt lit III tt I8illlttlllll88litt8t tilt iitsiii Mint Itt 

3 9 3939 193333333333333393333333933333333393333339999339333333939333333333333333 3 



»_«J»_»_*J>_*_*_*_*_*J>^*JL!ML*^»-*-*^^ 




BMiP 3: Prep^gat^bn of ? 

After completing Step 2, 
jgGIjllgj, Title (or Name 
from the IMC order cards* 



Cards 
Program Card (see 



■Eunclt 



LQiafiaterial and Accession 



PROGRAM CARD 

COLUMNS 1-15 ALPHA 

COLUMNS 16-17 SKIP 

COLUMNS 18-68 ALPHA 

COLUMNS 69-70 SKIP 

COLUMNS 71-72 ALPHA 

■— T COLUMNS 73-74 SKIP 

=■ Wmms mism^sm^ _ 

For the Author and Title entries, punch in as much information as possible. Rules 
MSB syllabication of words at ends of lines do not apply; word may be broken 1|J 
jjjjijjje convenient or necessary. At the beginning of each scholastic quarter 

several lists will be generated as follows: 

(2) To separate lists by Category, a possible total of 13 in columns 

71-72, run the cards on a sorter. When finished, place on 407 print 

^TQ^B l KhitgiW^ position. 





SAMPLE CARD FOR NON- ABSTRACTED -ITEMS 



psaGRA;1 cm cmm 




9 9 0 0 1 1 0 0 9 6 I 9 • I 0 1 1 10 9 0 0 0 1 1 Q 1 1 1 1 0 0 S 0 0 G 0 0 1 8 0 0 9 0 8 0 0 0 D C 3 0 0 I 8 9 t 9 9 9 9 9 S 9 U 0 8 I 9 8 0 8 8 9 0 ? 



11 1 iiiMi i ill 1 1 iiiii 11 1 1 1 1 1111 till 11 1 i ii 11 n 1 1 1 ii i nil i hi ii 1 1 1 ii-i in i in h jjjjt 

It 22 7 2 2 2 2 2 2 2 2 2 2 7 7 2 2 2 2 2 2 7 2 2 2 2 2 2 2 2 2 2 2 2 2 2 7 2 2 2 2 2 2 2 2 2 2 2 2 2 2 7 7 7 2 2 2 2 2 2 2 2 Z 2 2 2 2 2 2 2 2 2 2 2 
33 333 333 333 333 3 33 3 333 333 33 3 33 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3333333333333333333333333 333 33333 
4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 14 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 44444444444441444444444444444 444* 
SjUQSsTO 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 3 5 5 5 5 5 5 5 5T5X33^j3jXBE 

S USM^g MBiM^ S 8 8 8 8 8 jg 8 S 8 8 8 8 S 9 9 $ S 8 8 6 S I 8 8 S I 8 S S 8 8 8 6 8 8 18 81 §jjgj 

17 17 7 1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 1 7 1 n 7 n 1 1 7 1 1 Pl^ 
9 9 9 9 1 1 1 1 9 9i yiimtiMfcft i 9 9 8 9 9 1 9 9 8_ 9 9 8 9 9 9 9 9 8 8 8 8 I 8 8 8 I 8 8 8 8 8 8 1 8 8 8 8 9 9 9 9 1 9 8 8 8 8 9 8 8 9 9 9 9 9 1 4 8 818 
SS9999 f 9 § 0 i 9 If 9 9 9* 9 9 §* 9 S 19 Sf 9 91 9 8 IS SIS 9 3 3 3 9 9 9 3 9 9 9 1 9 § 3 9 3 3 9 § 9 9 9 3 9 S ! • 9 5 9 9 9 9 3 9 ? 9« 





SYPUNCH CHANGE SI 

^^^S^^^jsriata^haTOl^^BaWti^^^^KM the top o f^^^^fli f^B CTBKt^KCT^^^ 
Kgiy i^csll^^ will ap pear i^:Qrt^ : eta£pj^m>nTOF 




EXAMPLE OF KEYPUNCH CHANGE SLIP 





Please make the following change to read 
as follows in: 



Field 



H&neHilili 



mmwmm 



Field 



nnrrnei 





Abstract #2240 requires changes in 
BSBaa 1, Line 1 and Field .3, Lillll 



EpP) 1 (AUTHOR) was 
*Mas land, Richard ; change to - 
NIND&B. Line 1 refers to tjjj 

FIELD 3 (PUBLISHER) appeM ^^^ ^ 
Card as National Institute oi 



jBhangeWgMPgEic Heal 
BHFne 2 refers to CardERI 




Che abstract, it is ..lso i.ocessary to proofread the finished cards against the 



To check for errors, run cards on 407 print out. This makes it easier for proof. 




STEP 5: If you discover after rechecking finis v * <* ^^^^^ ^pCTf^^^erf 
omitted, partial use of a card is acceptable as 6uuwn in the examples, Pei 
a word or two has been omitted at the beginning of a card. This can be eas 
corrected by punching on a new card starting with the omitted words, punching 
to the end of the card, using an additional card, continue with what is left 



over leaving the rest of it blank* Change the card number and the rest of the 
cards so they will be in consecutive order. 



/£,13TI3NAL DISTURBANCES IN CHILDREN* THE INCLUDING C'JNST I TU riUNAL « ri.^tl" 




1 1 i u n j i m h i n j n i n i J 1 1 1 1 ii i n n i ii 1 1 n n n i it M i h 1 1 n n . i n t n n it n n n i : 



2 2 2 2 2 2 
333,33 
4 f 4444 
.55555 

i ? mi 



222 2 2 2 . 2 2 2 . 2 2 2 2 . 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 MjgSlO I 111 
3 3 , 3 3 3 3 . 3 3 3 3 3 , 3 3 3 3 3 3 . 3 3 , 3 3 3 3 J ,3 3 3 3 3 _ 3 3 3 3 3 3 . 3 .13 3„ 3 . 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 
1111^ 444, 444444 4 4 44 44444.444444 4444444, J 4 4 4 4 4 4 4 4 4 4 , 4 4 4 4 4 4 4 4 4 4 4 4 4 4 fflUU i 
5555 5 5 5 5 5 5 5 m 5 . 5 5 5 . 5 5 5 5 5 5 5 _ 5 5 5 5 m 5 5 m 5 5 5 5 5 . 5 5 5 5 t 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
6 $ S S S 6 6 6 6 6 6 8 S 6 6 6 6 6 6 6 6 6 6 6 G 6 8 6 6 S C 6 6 G S S 6 S $ 6 6 C 6 6 6 $ 6 6 6 S 6 C 6 6 6 6 6 6 S 6 $ 8 6 6 S S S 8 6 6 S 6 
11111 ? 7 7 7 7 7 7 ? 7 7 7 7 7 7 ? 7 7 7 7 1 1 1 11 1 1 1 111111111111111 111^1111 11111111111111 111 
XIjJEfeOa^ ^ H 8 8 8 8 9 8 8 8 8 8 8 8 8 8 1 1 8 8 8 8 8 8 8 8 8 8 8 



= — lJ?-3-<_3_i^l^ OUj^U^ * V 'A » 10 *♦ '■' ;1 K KM t7 W » 10 V W 1j ?l K JIJJ^ 




lERiq 



»A» «U »j» ♦ 



»_*;•:•_*_•_*_*_*_« 




o o ; o o ; o e o o oo i on o» o o o to 3 o o"»f i o o » o o "5 o o c o ii o o o g o i u o o t ■) a o o a c t o o c o 1 1 1 1 1 i M t" c o* i 

" ' 1 1 ! 1 1 ! 1 ' 'I ! I 1 • 1 I " I . 1 I " I I I 11 I . I I I I I II I I I I I I I I ! I ! I 1 . I I i i 1 I | | | | | M I I I I W 11 LI 



* 2 J 2 J * * 2 2 2 2 2 2 2 2 2 2 2 2 2 . 2 2 2 . 2 2 2 2 . 2 2 2 2 2 2 2 2 2 2 2 2 2 i < 2 2 2 2 J 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 *2 
3 3 3 J'l 3 3 3 3 3 . 3 3 3 3 3 3 3 3 3 3 . J J 3 3 . 3 3 3 3 . 5 J J 3 J . 3 3 3 3 3 3 . 3 3 . 3 3 1 3 . 3 3 3 1 3 3 3 3 3 3 3 3 3 J J J , 3 3 3 3 . 3 3 y£ 

^^^^ ^Mj^ ^^^^^^^^^^^^^B^^^M 4 4 4 4 4 4 4 4 4 t « 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 

5 - 555 5 5 5 5 - "ii.!>S 3 5 5 . 5 5 5 5 5 5 SS 5 5 5 . 5 . 5 5 S.5SS55 5 5 . . 5 5 5 5 5 5 5 5 5 5 5 i 5 5 5 5 5 5 5 S 5 5 5 5 5 5 5 

6II666666S66 » I.. 116. 6 6. 6 1 8 6 6 6 6 S 6 6 6 6 6 S 6 6 1 6 6 $ S S 6 6 6 h 6 6 6 6 C 1 1 6 i 6 I 8 i 6 6 t 6 1 1 6 8 1 S 6 666666 
7 7 1 J . 7 7 J 7 7 J 1 7 7 17 1 1 1 1 1 1 1 1 1 ) 7 7 / 7 1 7 7 1 1 7 1 7 7 1 ) 1 1 1 7 7 7 1 7 7 7 1 7 1 7 7 7 7 1 1 7 7 1 7 1 7 7 1 7 7 7 7 7 7 7 7 . 7 1 7 
III 1 1 1 1 1 1 1 3 8 3 6 8 8 8 8 3 3 3 3 8 3 3 8 8 8 8 8 8 8 8 8 6 8 3 8 8 $ 3 3 8 8 8 . 3 8 3 3 8 8 . 3 3 8 8 1 1 3 3 3 3 8 8 8 8 8 8 8 3 8 3 3 3 8 3 3 8 

9 3 9 9 9 ' 9 9 9 9 9 " 9 9 9 1 1 9 9 9 9 9 " 3 9 9 9 S3 " 9 9 3 M J 3 9 9 3 9 9 ,, 9 3 3 9 "99 M 9 9 3 9 3 9 9 9 9 9 9 9 9 9 9 3 » 9 9 3 9 9 9 9 9 9 9 9 3 I 

»*'«*»» * "* w9i«»ii«»n»»^»M»iHn»)i)»ini)vjti'iiMw<MMiM4Mii)4>i>»i«i»ii>4»>t>»M^w»i»)MHw.<(iMMit«nni«»wnw)»w 



>14l*i*_»_a*~*:* •"*:*:>» _*> 



fflSfifcards punched to insert words Wtal^p^t^^^gf ^^^MS^B 
BSB^^^>g65p .e would be ^^a^gilMJnvffl ted i n^^^gl ^lU^^^ Mg^fe^g j^TOs 
gaTs^ pLSgteoWa^^f card the same iTOgCTXgx^rittf^ffl 





missing words and go as far as you can to column 74, punching the remaining 

on the next card, changing the card number and the rest oi|gRtfggtefls_ 
l^M&xeymSSa in ^^^^^S^^^S^. 



• • • t *r#~« 




i. • » ♦ • * » * 



.-•^ Twtt.lI.NATI u THc^h? t . Trie .^.-VJLTS Of A PILOT -STUDt' U<V£.STI.5ATIHu TWI-S 043? 13 



*-* * * * * _*_^_ 



.• fj cirABuI-SrlMS S'JCH A ^JG«:h,1 ARE £XAiiIHSD> IHCLUDIHu -STAFF IH'3» CRIT£?JA043i' 1? 




,' 0 0 0 : U ; 3 3 " i)C.;3il'.' 303;00330^3tt003C30 " 9 3 G 3 0 0 " 1 0 050" C330a*" COOOIIB-' 000Q"00Cu'* 06C 0 9 3 

i * . i i • * r« .r»"i ■.^i ij-n^r.i M^r.. — ^ — — * - - - — * — = — : * ' * : — : 1 * * — " 




I I 1 i 1 1, 1 : 11 1 111 I I ! 1 ; 1, J 1 It 1 1 I I I I I 1, I 1 I'l 11 11 I 1 1 I I 1 I I 1 I 1. Ill 1 I I 111 I 1 1 I !. 11 1 1 I. I 
n 2 2 . 2 2 , 2 2 . 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 1 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 7 2 2 2 2 2 2 2 2 . 2 : 2 2 2 2 2 2 2 2 2 2 .• i 2 2 2 2 2 2 2 2 2 2 
, 3 3 2( 3 , 3 3 , 3 3 3 3 3 3 3 3 3 . 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 . 3 3 3 . . 3 3 3 3 3 3 3 , 3 3 J 3 3 3 , 3 , 3 J , 3 3 3 3 3 3 , 3 3 3 3 
4 4 4 4j:<4 4i 4 4 4 4 4 4 4 4 , 4 4 4 4 4 4 4 4 4 4 4 , 4 4 4 4 4 4 4 4 , 4 4 4 , 4 U 4 4 4 rr 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4. 4 4 J M 
555. 555555555, 5555555555 555 555555. 5. 555 5.. 5555. 55555. 55 3 55555. 5553555. 5555555555 
>, 8 8 8 6 6 6 6 6 8 08 8 8 6 5 6 8 5 8 8 6 6 $. S 6 6 6 6 8 6 8 8 6 6 6 i 6 6 6 i 5 5 6 6 5 6 6 6 6 6 6 6 S 6 5. . 6 6 3 6 5 6 6 S $ S 6 8 6 8 8 6 H 6 6 
WBBM 1 1 1 ' 7 7 1 1 7 . 7 7 7 7 1 7 1 7 7 1 1 1 7 7 7 7 7 1 1 . 1 7 7 7 7 7 7 7 7 7 7 7 1 7 7 7 . 7 7 7 7 7 7 7 7 . 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 
8 6 8 818 3 8333.8388333 38663888188886888388888 8888388888888638331 3333338831388333 



» • •_ ♦ *-*-• * O 




On card 17, which follows, the word "therapy" is omitted. The card should instead 

read " sucn a therapy program....". To correct, punch up a new card, add 

the omitted word, and punch to the end of the card, using additional cards for 
remaining information. Be sure to change the card numbers. Use the same program 

T J ESTABLISH IMG SUCH ' A YHilRApY ' PRG.jR Aii * ARE ' EXAM f NcbV ' I i^^^^^^^^^^^^^^^O? * 

043? 13 
0439 1? 



/ CRITERIA r'-JR TERMINATING THERAPY. 
/ INVES riijATINij THIS 





! I D IS ' I 0 0 3 ^0 0 ' i 0 j 3 0 0 0 0 0 0 0 0 0 3 0 fl 0 0 0 0 0 0 0 0 C C 0 3 3 3 3 0 0 0 3 0 0 J 0 3 3 0 0 0 0 0 0 0 0 0 0 0 0 0 3 0 0 0 0 0 0 



1 I I i ' I 1 1 1 1 I ' i : i i i , i i 1 1 i i ............ . ... »-^n >mi re n nan n * mi »J) 

1 ' ' ' ''''I 1 Mil I M j 1111 1 1 1 I 1 1 11 I 11 I 1 M 1 11 I)) Ml 11 it M 11 | 1| J) | lift , | 

2 2 2 2 . 2 2 2 2 2 2 2 :222 2 . 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 j 
33333'333 3233 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 ' 3 3 3 3 j 
4 4 4 4 <H 4 4 4 4 1 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 U 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 , 4.4 4 4 4 \ 

5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 55555555555555555555555555555555555555555 \ 

6 6 6 8 6 6 6 5 6 5 8 5 8 5 6 1 i 8 6 6 6 6 6 i 6 6 8 $ 6 1 8 6 5 6 6 8 6 5 8 6 6 6 S 6 6 E S 6 8 6 6 6 S 5 6 i 6 S 6 0 6 5 6 6 5 1 0 8 $ 8 S 6 8 6 3 6 S 0 I $ j 

7 7 7 7 7 7 J 7 7 7 7 J 7 7 7 7 ? 7 7 7 7 ? 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 J J 7 7 7 ? 7 7 7 7 7 7 7 7 7 7 7 I J 7 7 7 7 7 J 7 7 7 7 7 7 ? 7 7 7 T 7 ! \ . 
1 1 1 It 3 8 II 8 0 3 1 II 0 1 1| |( | |l | a 1 1 1 8 0 J J 8 0 0 3 8 3 3 3 8 II 8 « » 3 8 8 8 8 J 8 3 3 8 0 J 8 8 8 III 0 0 J | 8 18 8 8 8 8 1 8 1 |'j 

9 3 8 8 9 9 9 9' 9 3 9 9 9 ' 3 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 - 3 3 9 3 3 9 9 3 9 9 9 9 9 9 3 9 9 9 9 3 9 9 3 9 9 9 9 9 9 5 9 9 9 9 9 9 9 9 9 99 • 

""" nnvnn » » g * » » |g » o .■ «> * » ,> u v « „ » * „ „ „ M ... »*** <a *»* n „ „ H „ „„,,,„ 

== f . 1 _ _ — HAC'ttT fcl^Q^t _ * 

See example on page 12. Rather than duplicating the cards manually, insert a 
new card in back of the card to be duplicated and place the group of cards in 
fhe hopper. Place cards in the hopper with the smallest number first. Use the 
same program card you use for punching abstracts and have program control level on. 

= Follow these steps: 

|lg»Feed two cards . 
2. Automatic duplicate switch off. 

4. Flip up automatic dup. switch (this will dup. in the numbers in 
column 74-77 and skip to 




5. Depress dup* key (this wil 1 auYofflg ^§M% sg^ggp^^g 
6 • Punch in correct number in columns 79-80, 

7, Proceed with steps 3-6, except step 4 (because the first card 

•_*ju»jt*_*_*_» *j» *••*_♦• * • * *-* » •_*_*_*^* J= ? *=*>=•*_*_• *-*-*•-•-•-• • • • •*• • * * * * * * *>•_•.*-* ♦*•*♦*• 

/faCTORS* Z. ChS£ r IHfllHa* 3> PIAGNJSIS AND TREATMENT* 4. SPECIAL SZMUZ 0307 




m 3 5 0^000 I 9 0 C 3 0 0 - 3 0 0 0 0 0 m 0 0 mm 3 0 ^ 0 m 0 0 0 0 0 ^ 0 0 0 1 0 0 3 0 0 0 0 8 0 0 8 0 0 C 0 C 0 3 0 0^0080 00.0, 0 0 „ 0 



Mil. I 1 111-1 1 11 M 1 1 1 . 1 1 1 4 1 1 11111/111 1 11 1,111.11 11 1 1 1 1 1 1 1 1 1 1 1 I 1 I I I 4 1111111! 11 i 1 1 1 
^^U^^^^Q^^S^^l^^^Mh^^^M^JM2 1 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2-2 2 2 2 2 
^^^^^^^^^^^^^^^~M3iJMMm^ 3 3 3 3 3 3 3 JBi^Q 3 3 3 3 3 3 3 3 3 3 ^^ y| 

4 4 4 4 4 4 4 4 ^ay^M^^^jaBtJ 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4^444444444444 4 1 4 4 4 4 4 4 4 4 4 4 4 4 4 ^^jUJL 

5 5 5 5 5^^^^^E^^flffl5 5 5 5 5 5 5 5 5 5 5 5 5 5 . 5 5 5 5 5 W33W^^ ^m^^ ^^^Mb 5 5 5 5 5 5 SjggLUjL 



i.SISiSSSiiiS, SSiSS66S A €88^6S8 S 6 6 6 6 8 S 6 S 6 S $ 6 6 6 6 S S S S 6 666 S 86I8S 8IISI SiiiSltlSS % t 



7 7 7 7 7 ? 7 7 7 7 I 7 7 7 7 17 1 1 11 1 11 11 7 7 7 1 1 7 1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 * n 11 " 7 7 1 7 T 7 1 1 1 1 1 1 1 11 7 7 7 1 7 7 1 " 7 If 
It 1 8 8 8 8 8 8 8 8 8 S ? 8 8 8 M 8 8 8 8 8 8 I 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 1 8 18 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 5 8 8 8 8 8 8 8 8 818 8 

^^il^jiBilililim 9 8 9 9 9 9 9 8 9 8 

= =■ ~ i = m wAfMtf m^QAi _ 

MJL*>AM_» ♦a»r*=* *_*^^*^-*-* = *=*j»^*JL* Ju*^j=*jyj^^^*AAJfe*=j^j^ * * 

l^glSi ^jffi^^ ^ ^ 

are circled or written in. They are to be punched by putting a comma after 
each word. On the first card punch asterisk (*) descriptors in column 1-12* 
On column 14 start punching descriptors words as shown on samp le card. Column 

card number of abstract was 24 then the descrptors card would be 25 etc. The 

las t 

is allowed for each abst5SSOT 




and then punch one descriptor per card to make subsequent changes easier. 




^OggtjjM^ 0 0 0 0 0 8 0 0 0 0 0 0 0 0 1 0 0 Q0Q 00 0 0 0 0 0 0 0 a 



MHl 1 Mill II M 1 11 I 11 111 1111)11 1 Mil! J J UM1 11111111 1111111111 MM 1111111 IU1JIJ 
i 2 2 2 3 2 2 2 2 2 2 2 3 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 122 
j 3 3 1 3 j 3 3 3 4 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3*3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 ! 3 3 
^^4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4*4 4 44 444 444 4 4 4 4 4 4 y^JL 
55j55555 555 5555555555555555 55555555555555555555 5 555 555 555555555 5555555555555555 5 
1 8 8 8 8 6 $ i S 3 1 S S 8 $ $ $ 8 6 8 8 8 8 S S 8 8 8 8 8 8 8 8 8 S $ 8 8 $ 8 S $ 5 $ 8 S S 8 S S $ S I 8 8 8 6 8 S 3 8 S S 8 6 6 6 S 8 6 S 8 S S 6 8 8 8 8 6 
, 7 7 7 7 7 7 7 | 7 7 7 ? 7 ? T T 7 T 7 J 7 7 7 ? 7 7 7 7 7 T T 7 T T ? 7 7 7 7 7 7 7 7 1 ? 7 7 7 7 7 7 7 7 ? 7 7 7 7 7 7 7 7 7 7 7 1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 

iliiiittttitiitiiiitiiittaitiittiiiltiiitttiiiiitttttiiiitttittttitiitittiitusi 

119 3$ , 8 tl_ II 1 1 S S 9 MS 3 9 9 8 S S ! 1 1 1 8 1 1 1 1 1 9 9 9 3 9 9 98 I 9 9 8 I SBCIi^^ 







Always punch the last name first, followed by the first name and initial If 
given. If a person is listed as editor, compiler, etc., add this after his 
name. Example: Dunn, Lloyd, Editor. 
Field 2 TITLE ENTRIES 

: *Film-How Air Helps Us. 
ield 3 PUBLISHER OR SOURCE ENTRIES 
Punch in the last name of the manufacturer or distributer as this will be the usual 
jgygS j under audiovisual Bte^ract^H 
^TO^MC^lEEgHllD m ENTRY 

teM^CT S^Sot^^BiB^^. If no information l& given punch * c fijjl] 
Field 5 PRICE ENTRY 

Punch price as seen, being sure to space between the asterisk and the dollar 
|j||jfor ease of reading. Example: *§g§|jg§] or * $ i ljktwna 
FieKt^MUMBEg 





«DESCRIPTORS ELEMENTARY* LOUER* READING* HANDICAPPED* AV-FILHSTRIP* 
*CONTENT START PUNCHING INFORMATION ON AUDIO VISUAL. ^ ~~ ~~ 

jjptiDljj^ "NONE 
*NONE «LOOK ABOUT YOU (WITH SYNCHRONIZED RECORDING) 

ipt| | T I I l>l1BIIWai«lt»l|»i»l»aW»»g»»»»»»t»l«»>>»»«l>«««l«4l4««W4)«l«*l>>IMM»Mat>l»»lltl«t«>>»IIWPIIW1IIIWWM»llffllW»» 

JUI I 1 1 1 1 1 1 1 1 5 1 1 1 1 1 >' I 1 II 1 1 1 M 1 HIM I II 111111 111111111111111111111111111 1,1 111, 
S 2 j 2 2 ? 2 2 2 2 2 27 2 ; 2*2 2 2 7 ? 27222222322 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 7 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 j| 2 2 2 2 
3 3 i 3 3 3 33 4 3 3 3 3 3 3 3 3 4 3 3 3 3 3 3 3 3 4 3 3 3 3 3 4 3 3 3 3 3 3 3 3 3 3 3 4 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 4333 



' 4 4 4 4 4 4 1 4 4 4 4 4 4 4 4 J 4 4 4 4 - 4 . 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 < 4 4 4 4 4 4 .' 4 4 4 5 * 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 

5T5 I » 5 S 5 5 S 5 5 5 5 5 5 5 5 i 5 3 5 5 S 5 5 5 5 5 5 S 1 5 S 5 5 I S 5 J S 5 S I 5 S 5 S S 1 5 5 5 5 S 5 5 5 5 5 5 S 5 5 S 5 S S 5 5 S S S S 5 5 S S 5 S 



tnttttimitiiitttt utt ltt ttttttttitiiiiittiistitsttitttttttsttttttiittittttitt 



1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 )n77.7n> 7 7 7 - 7 7 7 1 7 7 7 7 7 j7 .7 J 7 7 7 7 J 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 J 7 7 7 7 
fill!! MM III !M MM HI f "Mil <ll, II I II I III III IIJI Mil III* I IM III I II 1 1 II 
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««««*«•#•••*•••*#•*• •*••••**••♦####••••**••*• 




KEYPUNCHING CURRICULUM MATERIAL ABSTRACTS 



Field 1 AUTHOR ENTRIES 




editor, compiler, etc. add this after his name. 

/s p unct ^^^^^^^ ^i^^^ SM^^^^^^d^^^i I^^^gfQ^giiqg^ ^^B^l I MP 
B^g^^^ ^:^M^^.ude both in the same field. Be sure to sp^^^ ^^^ ^^^ 
jEBSwelty the primary and secondary tit|?|j 
Field 3 PUBLISHER ENTRIES 

For publisher entries, the last name wi 1 lSj^ Qafflggs ^uMi^ £ IjBBSoS 
^^iov^^^ SnW^^l^e^^a ^l^^^^^m^^ m a 1 . (E3^fl3^^^(B5l ^]g^B^i^ ^g4% 

Field 4 COPYRIGHT, EDITION, PUBLICATION DATE ENTRIES 
Include all in one field (Example: C 1957 secofla^^M^n^^^ffirea^^l^Bfejmg 





space between the C and year of copyright of publication date. Also be sure 



there is no copyright or publication date, punch C none* 
Field 5 PAGINATION OR PRICE ENTRIES 

roi!lM6^^ ro^^^ OT(E^ mp le : * 121-p.). For price punch B^^ STO)) 
?ield 6 MATERIAL ABSTRACT^ NUMBER 
Materials abstract number, punch as it appears on the IMC order card* Example: *CM1 109 
Field 7 CATEGORY 

•ield 8 HCY-IMC 
Punch as HCyBH 





Field 9 COGENS 



Content. Punch ^CONTENT on a new card and start punching material information 



ifebmi the aW3ii<^£0im 



SAMPLE -CARD FOR CURRICULUM MATERIALS 
: ^DESCRIPTORS SECONDARY.* ADULT* GRAiHIARy LAH6UAGE ARTS* READING* SPELLIN& 1 1 07 £0 



'CONTENT THE TEACHERS GUIDE TO THE 600 SERIES INCLUDES INSTRUCTIONS 
EDUCATION COUNCIL * C 1967 * 60-P. *CMll"07 *MR «HCY- INC 



ie 



^SJRUC TgR^U^Dc^DKtfS a^^ 
'CHAPMAN » BRfSHSOTiOT^ 



1107 04 

1107 03 

1107 02 
1107 01 




111 1 ) JU 11 1 11 I 1 1 I 1 I 11 i 11 i 1 1 1 1 1 1 I I 11 1 I 11 1 11 11,111.111111 11' 1 11111111111 Mil 



17 3 it 2 7 7 2 2 ; 2 7 7 7 7 2 7 2 2 ; 7 1 2 2 7 7 7 2 7 2 2 ■ 2 2 7 2 2 2 2 2 . 2 . 2 2 
3 .3ji 3 3 3 3 , 3 3 3 3 3 3 3 3 3 3 3 3 ,33 , 3 ,'i , 3 3 3 3 3 3 3 3 3 , , 3 3 3 3 3 , 



7 7 7 7 7 7 7 7 7 7 . . 7 7 2 . 2 2 2 2 2 7 2 2 2 2 2 2 2 2 2 f 27 
3,33333333)33, 3333333333333333333 




\ 444 4 ; 4 4 4 4 4 4 4 4 4 4 4 4 f 4 4 4 4 4 4 4 4 4 4 4 4 4 4 t , 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 '! 
5 5 5 5 5 5 5 \ 5 5 5 5 5 5 f 5 5 , 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 # 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 56 
f CSfififififififiSfifi ; S S S S fi fi S fi S fi S S fi 6 fi ,fi 6 6 6 S6S, S fi S fi fi S S fi 6 fi fi fi fi S fi fi 6 fi S S fi I 6 fi S S 6 fi fi S fi S fi S 6 S fi 6 $ fi 6 f 



7 7 n tl 7 7 7 7 7 7 7 7 7 7 1 1 7 1 17 1 1 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 1 7 7 7 17 7 1 7 7 7 . 7 7 . 7 7 7 7 M 7 7 7 )1 7 1 7 * 7 7 7 7 ? 7 I . I n 



U $ 8 8 8 8 8 $ $ 8 8 § 8 8 1 1 1 8 8 I 8 « t 8 8 , I 8 8 8 t 8 8 8 * 8 8 8 8 8 8 8 1 1 1 8 1 1 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 I S 8 8 8 8 8 3 1 1 1 * 

Fie! ' 1 * 



*CHAmAN, BROWN AND SCHUTZ. LOUIS (AUTHOR) 




Field 2 



*MOTT BASIC LANGUAGE SKILLS INSTRUCTORS GUIDE AND ANSWER KEY FOR 
SERIES 600A AND 600B (TITLE) 





AUTHOR ENTRIES 

i^jjlunch the atith<^fflirf^ffi^^^^H^^^^^^^^^^^^^^^^^^^^^^^^^^^^t 
|j§|||g*If a second author is given, punch first name and las t EnW^ SSMtKajgr 
order. If more than one author is listed, add "and others. " If a 




listed as editor, compiler, etc., add this after the name. 
Field 2 TITLE ENTRIES 

card. Include both in the same field. Be sure to space two spaces between 
primary and secondary titles. 

Punch only the publisher's or source's last name. (Example: Franklin Watts, Inc.,- 
punch only Watts.). But always provide enough information so that a person can 
find the source. (Example: Columbia University, School of Social Work, not 
^ggt^^KS> l of Social Work.) 
Field 4 COPYRIGHT, EDITION, PUBLICATION DATE ENTRIES 

Include all in one field. (Example: c 1963, Rev. 1965, Fourteen edition.) 

lKlW^s ill;e^^^ 

If there is no copyright or publication date punch c NONE. 
Field 5 PAGINATION ENTRIES 

ilhifesBnei^^ 
article. (Example: 436irjli)1 

Ipocument abstract number, pu^^^^^^^^^^g^^^^^^g^^^^gj 

Leld 7 CATEGORY 
Ifjjegory, iipocmxlhia ^ 






/ *HAR?E8 * C 1960 ■« 396-P. *D0163 *Sc *HCY-IMC IpB jjl 0163 
*vJSI3HT, B£ATi?IC£ A. ^PHYSICAL DISABILITY A PSYCHOLJuICAL APPROACH 0163 




03 
02 
01 
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55S5555555 C 55555 C 55S55S555 55555 5 555555S55£555555555 5 5555 5 55S55SS5555S55S55S5 555S j 
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KEYPUNCHING EQUIPMENT ABSTRACTS 




Field 1 AUTHOR ENTRIES 

Field 2 ITEM EOT 
Field3 SOURCE ENTRY 

jPBBSh just the na fi^^fl E^^^^tiyg ^^^^ ^^^^ ^^^^^ ^^B^^ ^gga^g^ ^^fe 
or state), J 

BjunichTa MseenTO 
Field 5 PRICE ENTRY — 

j||gj|h as seen on the IMC order card. ^^^R^r^^^^^^ ^^i^i^S lfim&si^^S^^^ 
^raH^WaUaj^siRhm^)™ (Example : * $21jgg3l 

jfegncgcalgggory thetBimt^ 
iunchTfagi 

EreaPMC ONTENTl 

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^ 
BTOtract. 
Field 10 DESCRIPTORS 




SAMPIE CARD FOR EQUIPMENT 

^m^ m^^^^ ^^^t^^^ ^memU os^ consist of not 3 

52.00 *E0999 



mmmm 



*NDNE «PnPPER UQRDS GROUP SIZE UORD CARDS EASIER 



"NONE 



0999 03 
0999 02 



BASIC SIGHT 



0999 01 




111 I 11 111 Mill Hill u 11 111111 I HI 111 11.111 I 1.1111 11 1111.1111111111111111111111 

gtftm 22222222222.22 mn.i m 2 2 22 2 1 12 2 2.222.2222 22222.2.222.22222222222 22 ii 2 22 

3 3 3 1 3 3 3 3 3 3 3 333 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 . 3 3 3 3 3 3 3 3 3 3 3 3 3 3 . 3 3 3 3 3 3 . 3 3 3 3 3 3 3 3 3 3 3 3 3 3 13 3 3 3 
4 4*4 4'*. 4444444444. 44444. 4 4 4 4 4 MJ jt^JjM^Jtlj 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 44 44444 1 

7 7 7 11 7 1 1 . i jj 1 7 7 7 i 7 1 17 . i 7 1 . J 7 7 7 3 jj 7 7 7 7 11 7 7 7 7 7 7 1 7 ) 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 . J 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 

mnmuumS aMoAt 1 1 1 1 1 » 1 1 • i tMaiiiiaia iEiM^ 



. . .■ * == 




«ONE (AUTHOR, OR IF NO AUTHOR NONE) 




^gBg^ggHl^^^^^ ^fe^^ articles will not be added to the I FT until 



■theaebmpa^ is 



bibliographic-order card for individual journal articles — only the abstract 



checklist card stapled to the front of each journal having an article to be 
abstracted. All information is punched directly from the journal abstract form. 



The question of whether to ^^^^^^^ff^K^^dff^^^^^^iMSact^W^^^St 
to a journal and file by number as with all other items is left to the Librarian 
to decide. In the MSU IMC-HCY all journals are given the proper number(s), but 

B^mrrj figejiBj^ 

particular journal appear together, rather than interspersed throughout the 
collection. 

Field 1 AUTHOR ENTRIES 




KMay8^S^MEt^TOElgl r ' s last name first, followed by first name ^^^^fi^^^j 
if given. If more than one author is given add "and others If a person is 
liste d as editor, compiler, etc., add this after his name. (Example: RjJjJ 

BShnMeli^^ M ^^^^^ 
Field 2 TITLE ENTRIES 

KMays?^mc^ 

Include both in the s ame field, beinggsSge to space two spaces between primifpl 
arid secondary titles. 

lEuBSh the title of the journal as seen on the abstract form. 
Field 4 ISSUE DATE ENTRIES 

Punch as seen, monthly - quarterly, year, volume number, issue number. All 
this information is included in one field. 




Field 5 PAGINATION ENTRIES : ' ' ' ~ - 

This tells what page the article is on in the journal. Punch as seen. 



Field 6 JOURNAL ABSTRACT NUMBER 



Journal abstract number, punch as it appears onthe abstract form. (Example: 



Field 7 CATEGORY 



as it appears on the abstract form. (Example: *VH) 




^F^^l^! BEST AVAILABLE cH 



SAMPLE CARD FOR JOURNALS 





israsagssat^^ 




S l!i! 



7 

| 



!1 'liv'' IJ 0 ' il ^ illi.- >;-" v " " H fl*" 



"•• ll 
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. . [B 1 ■ WBH^a„ ,, .. 
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= I _ * -»^=»^ »_»_ *^*£*r«c»£>s»z»_«-:*r «:.♦ _»_*J»_*>j^j»_»j»j*_»J»-»^*l*^^^ V*-*-* *- tA* *- 





M R, JOHN (AUTHOR 

*RU BELLS , EPIDEMIOI^^rolTO BifEa (1 
-SIGHT SAVING REVIEW (PUBLISHER) 
jSMSSB 1967 VOLUME 37 ISSUE 2 (ISSUE DATE) 
* pp. 68-71 (PAGES IN THE ARTICLE) 



*JHO00 (JOURNAL ABSTRACT NUMBER) 



Field 10 -DESCRIPTORS 
Information on the end of card 
COLUMNS 74-77 (ABSTRACT NUMBER) 




COLUMN 78 (SPACE) 

COLUMNS 79-80 (CARD NUMBER) 



?ADDS to tape^ 



When the initial 8 fields containing bibliographic information are punched on 



cards, they are placed in the ADD TO TAPE file in numeric order. As system 



demands warrant they are then added to the- TFT. When all 10 fields of data are 



available, all cards are placed in the ADD TO TAPE file. See^sample cards. 



» ♦"♦ ♦ • • • • • • • • * - * < 



I /* $4.50 «E1421 . *SE -«HCY-If1C 



»NQN£ "CLASSICAL MAGNETIC BUARD ' *JEGR0» THE HETHE*Utffl>S" «1967 

*$ABSTRACT 
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7 1 1 11 1 7 1 J 7 7 1 J 17 1 1 7 1 7 7 7 7 7 7 7 7 7 J 7 7 7 7 7 7 7 J 7 7 7 J 7 7 7 7 7 1 7 7 JJ 7 I J 7 7 7 1 J 17 7 11 7 » J 717 J 1 J J 7 J 17 J 1 
,,1882188 888 8888888818 8888 888 88 88) 8 888888 88 8888 8888888888 88888 8888888888881818 81 
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REPLACE OPERATIONS 



When it is necessarv to change any information after it has beer, added to the I FT, 
^uch as informational data, mispelled words, etc. Fields 1-10 including the biblio- 
graphic information and abstract must be replaced. On a blank card punch each abstract 

/^^^^lW^^?.W?^S^^^ by a comma as shown in the example below. 
• ' » ' J ' ' i -' • lo-A-.. 1*1_m loir* lo;»o> 1 3 1 0» 1 3c.i > i » 1 333 * 1 334, 



o c fi *! o o c 3 j n so e c 



0 3 0 0 0 0 ■ • 



0 0 0 0 0.1 0 00 33 9000 5009 390 3 0 0000 C009800000CC503 

' • 1 1 1 1 ' ' I I 1 I I I 1 ■ II II;: mi ! II I I I I I : | 1 I II I ! I 1 1 J | | J I J | | i , | , , , , , 



22 2 2 2 2222 2 2 2 2 2 2 2 2 ?2?7??2??J222222?7227?2 2 2 2 7 2 2 2 2 2 2 2 2 2 2 2 7 2 2 2 2 2 2 ? 2 2 2 2 2 2 2 2 2 2 2 ?■ I 
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This card will be placed in front of the abstracts that are going to be TeplacedV 

HIGH* St-CONDARY* ADULT* EQUIPMENT 1421 09 

^DESCRIPTORS HANDICAPPED* PRESCHOOL* PRIMARY. ELEMENTARY* JUNIOR* 

GRTN M"TAL £ %C ° ULD * E !,ADE WITH ANY MAGNETIZED MATERIALS FOR ALL GRADE 
DURABLE AND IS CONTAINED IN A WOODEN COVER. THE MAGNETIC SURFACE IS 
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